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ARPLICATION FOR RECORDS DISPOSITION STANDARD

. . ° i . ¥ i‘\

INSTRUCTIONS: Prepare in duplicate and forward to the Records Management Analyst, Management Systems Division

3. Depr., Diwision, Sulnlivision & Administering Oftice Addresh ! FOH| RECORDS MANAGEMENT DIVISION USE
Of£1 £ the G 1M : " Date Received Application No. Date Gompleted
l1ce O e enera anager . - . T
Public Information Division JUN 5 1983 7o-287-A 70N 15 1983
401 W. Peachtree Street 1. Application ~12. Dept. Apptication No.

Atlanta, Georgia 30365

4. Person to Contact - . 5. Working Title . 8. Telaphone Number
Pat Stephens : ' Secretary 586-515¢6

p—
7. Action Rmuesled

a. L] Establish Retention Schaduie; record \mb continue to accumulate,
. O Dispose of present accumulation; no further accumulation anticipated.

c. B Amend Application No. _76-287 Check One: Bf Changs; O Supsrceds: O Void
8. Dates of Series 9. Records Series Title {followed by title used in office; if different)
Earliest - Latest ,

Media Relations File

10. Division and Office Function What is the function of the Division and the Office in which this record series is croaiod?

[The DlVlSlon of Public Information serves as the pUbllC information advisor
to the MARTA Board, the General Manager, Assistant General Managers, and
lgeneral MARTA staff as required; develops and maintains a public information
program for MARTA about bus and rail operations, rail construction and
start-up programs; maintains an internal communications program to keep
employees informed, aware, and knowledgeable; develops specific public infor-
mation projects and ceremonies de51gned to highlight MARTA activities;

supports other MARTA staff agencies on an as- requlred basis; and maintains
a transit schedule information service.

11. Record Series Description This lile contains the following documents {include form numbefs and titlas, if any):
Attach samples of the file.

Documents relatingto: the distribution of informatlon to the news media, media
| releases of newsworthy items, news articles, and 51m11ar
publications, speeches by Board of Directors and General Manager.
Included are: news releases, newspaper clippings (multiple newspapers, out-of-
| state, and professional publications) , speeches made by
Board members.

File is arranged: Chronologically by month by year.

12. Manthly Reference Rate Ia)w ofien are records rgierred to which are.

Onetosixmonthsold . . ;Seventotwelvemonthsold _______.____ ; Thirteen to twenty-four manths old 5

twenty-five months and oider . 3 ?

13. Annual Rate of Accumutation of Records

: Other (specify)

Lettersize drawers . .L5 __;Lecalsizedrawers . ; Shelves

3012 (J/76)

wrf



YES | NO | 14. Questionnairs {Place an . in the proper calumn) ' . 3
a. Is this the official copy of the series? L=
X If not, where is it? . '! 7 ' ., -
b. Does the series contain confidential information requiring security handling? |f yes, cite law of regulation.
X ' ; l . -
X c. Isthis aviqal record? S "__-_W ) - i i:___ _ ) '—- o )
X d Does s senes have istonical o load term reseinch vidue? Res earch {ralue : .
X i When ome on Iw docerenis i e Jile okike s ey 1o kewtpr the cnitaee Bile Bor o loswg petsead, coulded these dosusments be
scheduled separately? ‘
X i. s the information contained in this series ever published? If yes, attach copy.
: d. Is thi information contained in this series ever analyzed and/or recorded in a summarized report?
X I yes, attach copy.
h. Is there a duplication of this saries in your otfice, or in another office or agency?
X If yes, where?
X i._Is this series (or a major, 'Porrion of it} regularly microfilmed?
X i. Does the record series result in a computer printout?
15, Retention Requirements The following requires the saries to be kept: .
a, State Law ———————em YBATS, d. Audit periojd yaars.
b. S$tatute of limitation yoars. " e, Administrative need Pgm e, years.
c. Federal law yeass, f. Federal retention instructions "years,
Attach copy or excert of laws or regulations. Explain administrative need. |
16. Approved Disposition Instructions . Thes agency recomimnds that the M—e:e:u;; bhe cut off at ﬂ:;:nd of each:
[ Xcatencm Yes; [ Fiscal Year: L] Other — ——— then,
O Hold in the current fites arsa month(s) _._];,_.___ year{s): then

, {J Transfer to local holding area; hold
O Transfer to State Records Canter; hoid
O Cestroy.

& Transfer 1o State Archives f6r parmanent retention.
[ Other (Specity)

yearis}; then
vear(s}; than

These instructions apply to all prior and future accumuiatinns ol the seres

{Indicate brietiy rationale tor recommentdations soveson wine addmonal emarks):

17. APPROVALS . - . )
. Approued D",‘ gnt ) cords-Managemant Qiticer Date | . dso - Date
ot o S = i ,/ /\M J Z
| lerof ) P /155 7). 73
Aptig A/ wwsiyriaa * Da . udif - L /Data /
A 74 7 ‘ - - &7
; G LW R FOLEDAAN : [ ¥ 1> , o2 . [2a/F
L Fpogo ed  DeparPhant Wead/Designse ¥ ; Daste P Department of Archives and History £ afe

Tl oDl d ™~ </23ks K% Weldor.

JUMA a..‘.s.‘....\/ #/,

- . Sy ]

Agpgoved) ‘Raddrds 'i "Anatyst "}/ i " Approved  MARTA Management Advisory GCommiti#
\J

R R I
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APPLICATION FOR REGORDS DISPOSJTION-STANDARD

INSTRUCTIONS: Preparei

S D et b S

marta

in dupticate ar‘i forward to the Records Management Analyst, Management Systems Division A

3. Dept., Division, Subdivision & Admumstermg Office Address : FOR RECORDS MANAGEMENT DIVISION USE
ubl Aff . Date Received Apphcauon No. Date Completed

Department of Plannlng & Public airs . i7
Public Affairs . AUG 12 1878 | -27 s B7 1976
100 Peachtree Street ! SUJ' te 1300 1. Application 2. Dept. Aﬁpiication No.
Atlanta, GA 30303 : :

4, Person to Contact 5. Working Title S 6. Telephone Number
Dennis Mollenkamp Manager o 586-5165

7. Actio;\iﬂequested ] )

a. K Establish Retention Schedule; record will continue to accumulate.
b. [ Dispose of present accumulation: no further accumulation anticipated. .
¢. O Amend Application No. ___ * Check One: [ Change; [ Supercede; 1 Void

8. Dates of Series

Earliest 1972 Lé;(estpreserlt

9, Records Senes Tme {followed by title used in office, if different}

MARTA News Cllpplng File

10. Division and Office Function What is the function of the Division and the Office in which this record series is created?

See Attached

11. Record Series Description

Documents relating to:

Included are:

File is arranged:

Thisﬂf_iEe contains the follaing documents f{include form numbers and titles, if any):
Attach samples of the file.

the distribution of iqformation to the news media, media
releases of newsworthy items, news articles, and similar
publications.

news releases, newspaper clippings (multiple newspapers,
out-of-state, and professional publications)

chronologically by month by year

12. Monthly Reference Rate

One to six months old

How often are records referred to which are:

__l_QA___ ; Seven to twelve months old »1qu ; Thirteen to twenty-four months old_.__&j__

twenty-five months and older . ._._l_,__.,._. ? ) ) P o

R e - . - &

13. Annual Rate of Accumulation of Records

Letter-size drawers _l_ ,l_&; Legal-size drawers

—— ;:;Shelves . ; Other (specify)

3012 {(3/76)




o

}

YES | NO | 14. Questionnaire {Place an "*X"’ in the proper column) | ESE PR e _ﬁ"—'____i .
a. Is this the official copy of the series? = -
X If not, where is it? 4 o
b, Does the series contain confudentral rnformatlon requrnng secuntv handlmg? If yes, cite law or regulation, o A
X ‘ o L "-__”_- - e
. X Is this a vital record? $ -
X 4 E i’g se.ns?ﬁﬂre historical or long ierm research value? POSSlb le research jzalug o
T : When one or two documents in the flle make it necessarv to keep the enure file for a long perrod could these documents be
X echeduled separate!v? ’
X f. s the information contained in this senes aver publrshed7 If yes, attach copy. L B
g. Is the information contained in this series ever analyzed and/or recorded in a  summarized report?
X If yes, attach copy.
h. Is there a duplication of this series in your offrce or in another office or agency?
) If yes, where7
X i. Is this series for a major portion of it} regularly microfilmed? )
X ). Does the record series result in a computer printout? L
15. Retention Reqmrements 4? The following requrres the series to be kept
a. State Law years. " d. Audit period years.
b. Statute of limitation W - e _years.- - - -s. Administrative need _ . e __Porm.___ years,
c. Federal law - years. f. Federal retention instructions years.
Attach copy or excert of laws or regulations. Explain administrative need. g
16. Approved Disposition Instructions ' This agency recommends that the file series be cut off at the end of each:
B8 Calendar Year; [ Fiscal Year: [ Other then,
[ Hold in the current filesarea __________monthls) fi,___.q year(s); then
O) Transfer to local holding area; hold _____ year(s}; then
] Transfer to State Records Center; hold year(s); then
O Destroy.
X Transfer to State Archives for permanent retention.
O Other (Specify) o
These instructions apply to all prior and ftnure accumulations of the series.
{Indicate briefly rationale for recommendations above/or write additional remarks):
17. APPROVALS .
Approved Department Records Management Officer ~ Date Apgyov ' Legal Counsal Date
Approved Divis.i°“ Head/Designee ‘ " Date %ﬁmjéudu Date
-fi- :
he vl - 4-0-Th D Y Y]
Approved Department Head/Desi ) Date Approved Department of Archw and History Date
QM—_ &NV | Cansll ey L-17-74
Approve Record jagement Agnlyst ' Date " Approved MARTA Management Advrsorv Committee  Date
’ Qeny g 7 7<




